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JobCost 92A Import Timecards: Revised November 16, 2015:  
 

Adagio JobCost will allow you to import import new timecards or to import and overwrite existing timecards. 

 

Adagio JobCost has a simple Timecards Default import template that matches the export template.  They 

contain all the fields available for update.  There is also a sample import file to match this template in the 

sample data:  
AJTIMCRD.CSV  import file with all fields for the template "Timecards Default"  

 

Adagio JobCost allows you to create your own import file templates, provided your import file contains certain 

required fields. For more information on setting up your import file and template properly, please see the 

Template Requirements section below. You can also review all available fields that can be included Table of 

fields section below. 

 

For information on specific types of data, see the Data Types section. 

 

You may delete the default import/export templates that are not useful to you. However, if you delete all of the 

import/export templates, the list of default templates will be recreated. 

 

File Information tab 
Use this tab to set the File format.  Excel, ASCII CSV (Delimited), or ASCII Fixed Length are the most 

commonly used File Formats. 

 

Minimum Fields Required to import a new Timecard 
 

Field Name Default Type Length Notes 

Employee String 12 Must be in Import File 

Timecard String 2 May be in Field Defaults 

Job String 6 

Phase String 6 

Category String 6 

 

Template Requirements Notes 
 Employee cannot be blank or invalid.  This field is validated. 

 Timecard cannot be blank.  This field is validated. 

 Earning Code is an optional field.  Earning Codes may be used to set the default values for Earning 

Type, Pay Type (Rate Source) or may be the source of a Rate or Amount and Account/Department.  

Earning Code may be left blank but it cannot be invalid.  This field is validated. 

 Earning Type will default from an Earning Code.  If Earning Codes are not used, it will be left blank.  If 

it is imported or defaulted, it can be blank but it cannot be invalid.  This field is validated.  

 Transaction Date. The imported date is sent to the Payroll file (PRTIMCRD) but the session date is used 

in the cost batch created by Timecard processing.  Transaction date will default to the session date if it is 

left blank in the import file.  It cannot be invalid; this field is validated. 

 Timecard Pay Type (Pay Source) defaults from the Earning Code.  If Earning Codes are not used or you 

wish to override the Rate or Amount for a specific detail, import Pay Type to select the rate level for a 

timecard detail.  If Pay Type is not in the import template or it is blank in the import file, it will default 

based on the Employee’s Pay type.   

 

Employee Pay Type Defaults are:  

Hourly – 0 for Regular rate 1 
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Salary – 4 for Salary amount  

 

If imported, Timecard Pay Type cannot be invalid, this field is validated.  The values are 0 to 5:   

0 - Employee Regular Rate 1 

1 - Employee Regular Rate 2 

2 - Employee Regular Rate 3 

3 - Employee JC Rate from the Phase or Category 

4 - Employee Amount 

5 - Rate or Amount from the Earnings code.  5 is only available if Earnings codes have been defined. 

 

 Overtime is used to set the Multiplier level.  

0 - No Overtime Multiplier 

1 - Overtime Multiplier 1 

2 - Overtime Multiplier 2 

3 - Overtime Multiplier 3 

 

 For Start and End times, use the 24 hour clock.  Units (Hours) are calculated from the Start and End 

times.  

 If Start and End times are left blank, you may import Units (Hours).  Amount will be calculated from the 

Units and the Rate. 

 If the Acct, Ledger account number, is blank in the import file or not included in the import template, it 

will default from the Earnings Code.  If the Earnings code Account/dept is blank, the Account will 

default from the Company Profile: Gross Wages Expense. 

 If the Department is blank in the import file or not included in the import template, it will default from 

the Employee record. If the Employee has a blank Department, the Department will default from the 

Earnings Code.  If there is no Earnings Code or it does not have an Account/Department, the 

Department will default from the Company Profile: Gross Wages Expense unless Blank is a valid 

department for the Account. 

 Import Rate for a Timecard detail to override the Rates that will default, based on the Timecard Pay 

Type, from the Employee, the Earning code, or the Job’s Phase or Category. 

 

If Rate and the Timecard Pay Type are not imported, the Rate will default based on the Earnings Code 

Pay Source. 

 

If there is no Earnings Code and the Employee Pay Type is Hourly, the Rate will default from Employee 

Regular Rate 1. 

 

 Import Amount for a Timecard detail to override the Amount calculated based on the Rate and the Units 

or the Amount defaulted from an Employee or an Earning Code. 

 

If Timecard detail has or will default Timecard Pay Type 0 to 3 or Pay Type 5 where the Earnings code 

is set with a Rate, if Amount is not imported, it will be calculated based on the Rate and the Units..  

 

If the Timecard detail has or will default Timecard Pay Type 4 or Pay Type 5 where the Earnings code is 

set with an Amount, Amount will default from the Employee Salary Amount or Earnings Code.  If there 

is no Earnings Code or Timecard Pay Type, the Amount will default from the Employee Salary Amount. 

 

Amount will also be calculated/defaulted if it is 0.00 in the import file. 

 

 Job, Phase and Category are required.  The 3 of them must be valid and for a Labor cost type.  These 

fields are validated. 



Copyright 2015 by Softrak Systems Inc. All rights reserved. 3 

 Classes are optional.  If used, Class may be left blank but it cannot be invalid; this field is validated.  If 

Class is not in the import template, it will default from the Employee record.  If Class is imported and 

left blank, it will be left blank in the Timecard. 

 

Table of fields 
 

Field Name Default Type Length Req? Value if not Imported Notes 

Employee String 12 Y N/A  

Timecard String 2 Y N/A  

Earning Code String 12 N Blank This field is optional 

Earning Type String 2 N* See Notes See Template Requirement Notes 

Detail Number String 5 N  Generated  

Transaction Date Date 8 - 10 N Session date  

Pay Type Number 2 N Employee See Template Requirement Notes 

Overtime Number 2 N 0 See Template Requirement Notes 

Start Time String 4 N Blank 24 Hour clock: 1600 for 4:00PM.  

Units calculated from Time. End Time String  4 N Blank 

Units Number 16 N See Notes See Template Requirement Notes 

Rate Number 16 N 0.00  

Amount Number 16 N Earning code  

Acct String 6 N See Notes See Template Requirement Notes 

Dept String 6 N Employee See Template Requirement Notes 

Job String 6 Y N/A See Template Requirement Notes 

Phase String 6 Y N/A 

Category String 6 Y N/A 

Class String 6 N Employee This field is optional 

Detail Name String 30 N Blank Earning description 

Description String 30 N Blank Timecard detail description 

JobCost automatically creates a Default template which includes all of the fields above. 

    Date fields must be set to ASCII – YYYYMMDD format.   

 



Copyright 2015 by Softrak Systems Inc. All rights reserved. 4 

Data Types and Additional Notes 

 

Dates: 

 4 possible formats to choose from: 

 ASCII YYYYMMDD – 2 or 4 digit year formats allowed (“030128” or “20030128”). 

 Date – The Julian date format as a number of days since Dec 31 1899. (ie 37649). 

 WinFormat – The ‘short date format’ as defined in the Windows Regional Settings (ie “01/28/2003”). 

 User specified – Set the desired date format exactly as it is in the import file (ie MMM dd yyyy if this 

date is formatted Jan 28 2003) 

 

Strings: 

 Setting an offset for a field, larger than zero, will skip that many characters from the beginning of the 

string. 

 Extra characters after the defined field length will be ignored. 

 

Numbers: 

 Negatives use a leading ‘-‘. 

 If decimal amounts are required, they must be entered into the import file. 

 

Time: 

 A 24 hour clock is used for determining AM or PM. “0830” is 8:30 AM, and “1430” is 2:30 PM.  


